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ORD-0770-77 
20 April 1977 


MEMORANDUM FOR: Director of Research and Development 
THROUGH > Special Panel, ORD 


SUBJECT : Recommendation for Promotion - 


GS-06 to GS-07 


25X11 


1. I recommend that be promoted from 
GS-06 to GS-07. She has been with the Agency nearly five years 
and has been in her rade since May 1974. Since she 
has been in ORD, fforts have contributed signifi- 
cantly to keeping abreast of the Office secretarial workload. 


2. me pram serves as secretary to the Chief, Management 
Staff; to the Planning, Programming and Budgeting Branch; and to 
the Information Control Branch which includes the ORD Library. 
She prepares virtually all of the correspondence emanating from 
those elements. In addition to the normal correspondence typing 
and filing, she routinely types budget submissions, DD/S&T 
Notebook pages, Freedom of Information and Privacy Act responses, 
as well as doing library cataloguing and indexing. Furthermore, 
She is the alternate Delta Data terminal operator for inputs to 
the STEPS and FRS computer systems--until five months ago she 
was the principal operator. In addition to the above duties, she 
frequently fills in for other Division secretaries during peak 
workloads or during periods of temporary absence. All in all, 
is one of the busiest and hardest working secretaries in 
URU. Even so, she maintains a calm and willing attitude while 
finding ways to meet frequent short deadlines. 
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SUBJECT: Recommendation for oo - 
25X1 


G35-U6 TO GS-U/ 


3. During this past 4 en the Agency 25X1 
shorthand test. She also is con Inuing her formal education 
by taking night college courses with the objective of becoming 
a computer programmer. 


25X11 4. In my opinion has demonstrated her ability 
to perform at the GS-07 Tevel and is deserving of promotion 
to that grade. 25X11 


UIETeyT 


Management Staff, ORD 
RECOMMEND APPROVAL: 


Chairman, Special Panel, ORD Date 


25X11 


2 MAY 1977 


Director of Research and Development Date 


Distribution: 

Original - Addressee 
1 - C/SB/MS/ORD 
1 - SP/ORD 
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